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Personnel Officers'! Conference

l’*“"}"/ &M‘h—’w
Personnel officers from therffices, staffs, and divisions of the

j?%ganization.met for a two-day conference on 9 and 10 June, The con-
‘}brence convened at a site several miles from the Headquarters area
in order to permit the conference body to devote its full attention
to the topics on the agenda. Participants remained at the site
overnight,

The agenda was divided into three major parts, each considered
in terms of its direct relationship to the g&ganizationz personnel
management, personnel practices, and personnel problems,

The conference bedy, after meeting together for the first portion
of the agenda, separated into smaller discussion groups. Guest speakers
presented specific items under the three major portions of the program
and led discussion periods by the groups after the presentations,

Topics explored by the groups were the structure of persomnel
administration in the giganization, career planning and development,
the Career Council, competitive promotions, the fitness report, train-
ing, manpower utilization, and communications,

In addition to the above, the position of the §ﬁganization in the
Federal structure was explained and discussed,

Approximately 75 persons attended the conference, all of whom have
an immediate responsibility in the personnel management program of the
§?rganization.

Future conferences will be held st least annuslly.
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'SUPPORT BLMETIN ARTICLE

On July 15 the President sent to Congress & message outlining i;;
proposal for a comprehensive study of the compensation of%jgnrihﬁrnnﬂaﬂt§t£<
Federal employees. He asked Congress to create a commission to underteke
the study, end a bill was introduced in the House on July 17 for this
purpose. The Administration is optimistic over the possibilities for
ﬁ%ngressional approval of the proposal, which was discussed informally

<withrﬂbngressional leaders before submission.

vThe President's propossl calls for a l5-man commission, to be
composed of four members of the Senate, four members of the House, three
members of the }&ecutivetﬂbanch, three representing the public, and a
chairmen. The chairman and those from the/#kecutive‘ﬁranch and the public
would be appointed by the President. One 6f the Presidential appointees
is expected to be an employee leader.

Tn his message to Congress, the President said that debates in
Congress on the recent Postal and Classified.gay Bills hed enphasized the
problems inherent in a system which depended for the wost part on the
legislative process for the periodic adjustment of salary schedules. He
pointed out that the salaries of most white-collar workers had, over the
past 10 years, been adJusted on the average of once every 2% years. By
contrast, blue-collar workers had averaged one adjustment annually. As

e result, he said, supervisors in some establishments were receiving less

This dacament Is pzet of an Inlegrated
file. I separzted from the file it must he
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changes needed to correct this.

1. Higher salaries for executives. In his message to Congress the

President said that the rdgidity of the pay of top Govermment officials

ha.d the effect of depressing the salaries of career employees in
the upper grades. The Administration feels that Congress had already
indicated its recognition of this problem by recently increasing sub-
stantially the pay of the top-ranking militsry officers.

2. In addition to the regular periodic step-increases, the
Administration desires in-grade promotions as rewards for proficiency.
They view the step-increase as a device to recognize the experience which
naturally comes with service but feel that it is a simple reality that
from a given period of service some employees will profit more than
others in terms of increased ability.

3. The Administration desires to see above-minimum rates of pay.
for above-average people,

4k, Each grade promotion, in the Administration's view , should result .
in at least the equivalent of two step-increases. At present the minimum
is the equivalent of one step-increase. .

5., In addition to the above, liberalization of longevit;;égéreases
is slso sought,

The President's outline of the proposed commission's work closely

follows the recommendatioqsnof the report of the Cabinet steering

e l/‘

.....

committee recently finished its work and reported to the President.

The committiee recommended presidential authority to fix and adjust
4
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{ww%Eg ION AWARDS PROGRAM

bm!?}’\‘rf‘x
Since the last;Bulletin went to press,-the-taxrysst dward mxde-by-
has mwuéel 2an i eoc

the Organizatlonk-w&s—-ﬁe! $3,000,85-~This -award-went to two suggesters
who been-with-the 0Fganization fivé and six-years respectively. .
Tiey collaborated in a suggestion whish—-has-proven-to-be- of significant
value to our activities. ‘Phe—mo'unt"of this awewd is the second

rEWLCL s 2 orZae f’\A Vl g
largestkin the history of theﬂug:ﬂa-y. The largest -award,.you-wiill T

- 4
S e ptember - Defober i
remember, was for $8,500.00 and was described in our NMD {< V?ﬂ ’

r. H

1957 Support Bulletin.,

These suggesters were honored at aérm impressive presentatienf)‘-

ceremony on 24 July, at which the senior officials of the organlzatlon

1 1‘/{
ﬁﬁrred ~tHe Députy Director in pay{n -tribute to them. The award winners

/)
were presented with Certificates of Appreciation, their checks, and
commendation lettersx-fp’én copies of which have been placed in their

m personnel folders.

Al dgpi awnd
The Deputy Director rema-x:ked that heh the Director,-and. the-key.
2 '\L
mepxesantatives present wereAextremely interested in the Suggestion

A,.! Caundl

Awards Program im—thaet it stimulates and encourages ideas, -whieh—are-

the very core of our business.

The Chairman, Suggestion Awards Committee -tool—edvantayge of the—
-ty
-gecasion to coment“fﬁen..the——fact"that,%}fegis1ation creating the Federal

WA

Incentive Awards Program cea%emp-}a—ted-ofnciedm/\recognitmn and awards

~ Has
for significant suggestions «whieh—a—re inAline#of#duty> ~the-enly
!
) A
gualiftication ie that such suggestions m‘;&o superior or meritorious

A
ss to warrant special recognition.
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The Chairman also stated that our larger awards for the last
twelve months total nearly $15,00q,§!Pand that a successful Suggestion

Awards Program means ‘% our people are thinking about work improvemens

and that we cannot ever have too much of this.

* ¥ ¥ K K K ¥ * *

In addition to the $3,000.0® suggestion award, sixteeQASHSQ;Z;e;;
P
received cash awards atung*w@%hALetters of Appreciation fromthe

LChairman, Suggestion Awaxrds Comnittee «=coplet—of which/were pltaced

-in their Official Personnel Foldegg.,,;.fiw*mge awards were made-

s ot

- For--eud ing-arRievements.. .

Fon othea S et ﬁ ‘C"L’*f’
uA$$-ﬁh.eq«§uggestions. Afre reviewed here imwbine-.
Suppore-Bullesin with the hope that thgysuggos%éentar an~adap§€£hons

of %he-suggee%ée7kmay be useable in the reader's office. If this

proves true, please inform the Executive Secretary of the Suggestion
Awards Committee)because the additional use may entitle the original
suggester to an additional award,
A most significant suggestion was the proposal that a brief of
references be typed under the text of a cable to further identify cagﬁes
Mféhhe:-eis not self-explanatory. For this suggestion, the Committee

voted an award of $450.Q€3;o be accompanied by a Certificate of
Appreciation from the Director.

Another suggester devised a means of using plastic tapes for
certain types of communications traffis)which saved considerable man-

4,:!;;7;...‘:3 £

hours. He received an award of $160#88. The heed:of the suggester's

-2 -
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‘P;ffice also wrote a memorandum commending this suggester on his ove:%”
a4t good work, proclaiming this suggestion .to=e a typical example of
the interest and initiative the suggester shows in the Organization.

bne employee observed that chart paper was needlessly being used
with the Brush Recorder in his office EM suggestea‘l that $he--uge-ef~
less expensive adding-machine paper be/&mjsuggestér earned
a $70.80* award.

8 $50.8® awards were made to two suggesters for revisions in
forms. One sugge#etes proposed a change in the present design of
Formkgeoa, Courier‘#ﬂ Classified Mail Receipt, to include perforation
' ,\@z.&‘;‘ ‘ on both parts of the receipt and carbon 1nter1ea® of the two-part

set, The other suggested a change in Formﬁl\g‘lOa, Routing & Records

Sheet‘, to include: "On filing documents in permanent case file,

dvestroy back pink sheet, locator cards, and abstract glips".

e ! s w b0
B —525590 awards werel\made to “bwor employees 0 etr-indigidual
| . > ' (1) ainepl
SUGYT . "'0 ne.emplg ve suggested a esiq’::ed- ’ mbermg i
L“D ~s ) a(w’i ‘—v«ﬂ MCQ-W +Ei"‘ el E"'}w OJ f foa '9(!1'
system/\ h TS ality- o5 F=e di 1sion eport)'\eeiﬁ&be- cok R 5
oxderad. By : suaSGes e . yZaln, '---: MOCH T TS0k shuttle -

bus schedule on wallet-size cards};’

TeET Tavedveddy mmﬁergmswthhg =
Dr R
wé%osmyr(ﬂ) a system for #we numbering JNonE’chountable Material ;255(%?/3\
e s
g h3i5B N cr‘«j‘ N =
T g st - a- _-—
L& I N | o
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; ifest‘ (ﬁ) the Lonstruetion—antt use of a removable bulletin hﬁ’ard

. *&\,‘A'LM ol

}\shuttle bus service

extonded-to inclyde a stop for employees atten ng certain classess .
{ ot - T A I
(R)/\Fo;m 108, Security Check Sheet, gsar period; ¢ L

cover-a—four-momthpertod (&)Ath“

i,

or)( "Pﬂfﬁsﬁifﬁ/__.. on_the

b
Pouch manifest; (/{)*‘hﬂbutnd Record Sheet startfihe "T¢" column Fv'h N Lft'?
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abstract file sli p, (R); method of\converting the 082 sorter to an
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Please remember to advise the Executive Secretary, Suggestion
Awards Committee if any of the above suggestions are useable in your

office.
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_ ﬁﬂ &J - _ HOW TO MAKE A GOOD SPEECH WITH MINIMUM EFFORT

Qﬁ;-ibj e a few shortcuts and gimple techniques used by the expg;xsfﬁgﬁgese
N b

9 " guldes will mal ur next speech easpier for you, ler on your
i . e}

: audience as well, A gir

# /‘
v ,-’-:‘——-&4 A Mﬂ»ta(»‘/\ 5N LW [
e

Nl Lc§u probably do not have the desirejbecome a "professional" SEF Pi

publlé speaker., But 3rgpaﬁﬁfﬁi probably like ”better-than-average

job on those fﬁy45&casions when you are standing on the speaker's platform.

Theijiﬁnefgg:; ghortcuts and a few tricks that can help you do itiiﬁitg\\
.gpﬂfﬁmmn effort.

This "minimum effort" requires a new approach to listening to other speakeﬁiﬁ?”
éspecially those you know in advance to be good.

But first, think back to the last speech you heard, good or bad. Multiply, -
roughly, the number of people in the audience by the number of minutes used
by and for the speaker. Then estimate the average hourly salary of those
present and compute the cost of his words. If you believe time is money,
this mental arithmetic should reveal your regponsibility to exert at least
a minimum effort the next time you are called upon to spesk.

While listening to a good speaker, listen as a critic. Note his acknow-
ledgment of the introduction. Does he have an easy menner which ensbles him
to accept praise or flattery graciously? This is his first impression upon
his listeners. Does he address the chair, recognize dignitaries at the
speaker's table, and, of course, the audience? Rightly or wrongly, listeners
Interpret this practice as the mark of a professional. So that's Minimum
Effort #1.

Hig first sentence 1s his attempt to "hook" the interest of the audience.

Be it a question, a dramatic shocker, or a quotation, is it a sharp enough

This document is arf
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| UNCLASSIFIED ~ [] |NTERNAL [] CONFIDENTIAL [] SECREf / .
T AP PTOvE P OT RE A STy R P T A T 24 A000 2000200 T~

SUBJECT: (Optional) -
FROM: NO. T T
25X1A
DATE o -
30 July, 1958
TO: (Officer designation, room number, and DATE ]
building) OFFICER'S COMMENTS (Number each comment to show from wiiom
25X1A RECEIVED | FORWARDED INITIALS to whom. Draw a line across column after each commeidt )
5}29\ Attached is a short article :
on the Personnel Ofiicers! '

%h Conference as you reguested.

It is approximately 200

words in length.
I would be happy to add to
i the material, or re-write, if
X1A needed. _
Lot
'&',fJLO
6.
7.
8.
9.
10.
11.
12.
13.
14,
This document is paif of an infegrated
file. If separated feem #he fila it must by .
15 subjected 1o individual sysziemafic reviews
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